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Introduction Introduction 

This Power Point presentation has been 
prepared for election inspectors appointed to 
work in a precinct in which the “Insight” 
precinct count voting system is used

Included is a review of the laws, rules and 
procedures governing the operation of the 
polling place and the duties that must be 
carried out by the board of election 
inspectors on election day 



AgendaAgenda

Opening the polls
Processing voters
Campaigning at the polls and exit pollsters
Challengers and poll watchers
Assisting voters cast ballots
Spoiled and exposed ballots/”What If’s”
Voters who have moved
Missing registrations
Processing absentee ballots



Agenda Agenda (Continued)(Continued)

Closing the polls (Precinct Canvass)
– Reconciling total ballots cast vs total voters
– Duplicating ballots
– Preparing the Statements of Votes
– Processing Write-in votes 
– Determining the validity of ballot markings
– Ballot security



Opening the PollsOpening the Polls
The following tasks must 
be performed prior to the 
opening of the polls
– Take and sign the 

constitutional oath of 
office

– Check all forms and 
supplies

– Establish a barrier to 
separate the voting 
area from the public 
portion of the room



Opening the Polls Opening the Polls (Continued)(Continued)

– Position voting stations and 
tabulator in voting area so as 
to ensure ballot secrecy

– Inspect all three 
compartments of the ballot 
box -- Auxiliary  (back), Write-
In (front) and Main (middle)

– Verify that the tabulator serial 
number and tabulator seal 
number agree with the 
“Clerks’ Preparation 
Certificate” (Do not remove 
the tabulator seal!)





Verify Tabulator Serial NumberVerify Tabulator Serial Number
(Back of Tabulator)(Back of Tabulator)



Verify Tabulator Seal NumberVerify Tabulator Seal Number
(Back of the Tabulator)(Back of the Tabulator)



Opening the Polls Opening the Polls (Continued)(Continued)

– Unlock back compartment; remove the 
power cord and plug into outlet

– The red power light in the LCD display 
window will come on; the following three 
tests will automatically print out: Ballot 
Statistics Report, Acceptable Security ID 
Code and the Zero Report (Do not 
remove the tape!)

– Proof the ballots against the “Zero Report” 
and “Instruction ballot” (NOTE: All totals 
must be zero)





Opening the Polls Opening the Polls (Continued)(Continued)

– All inspectors must sign the bottom of the 
tape and complete and sign the “Election 
Inspectors Preparation Certificate”

– Verify that the precinct # that appears on 
the LCD display is correct and that the 
public count reads zero; throughout the 
election, the public count will increase by 
1 for each ballot tabulated

– The polls must be ready and open for 
voting at 7:00 a.m.



Ready For Voters LCD Is 000Ready For Voters LCD Is 000



Opening the Polls Opening the Polls (Continued)(Continued)

“Check and Balance” Procedure – The 
following duties must be handled by two 
inspectors of different party affiliations
– Assisting voters after they have entered 

the voting booth
– Opening the tabulator while the polls are 

open
– Sealing ballot containers and the tabulator
– Delivering documents and ballot 

containers after the close of the polls



Processing VotersProcessing Voters
Offer InstructionsOffer Instructions

To All VotersTo All Voters



Processing Voters Processing Voters (Continued)(Continued)

Offering Instruction
– Always offer 

instructions on all
aspects of the voting 
process including how 
to cast a write-in vote

– Warn that you cannot 
vote for more 
candidates than the 
number stated in the 
office heading (Over 
vote)

– If a partisan primary,    
remind voters that 
they cannot vote in 
more than one party 
column (Crossover or 
Split ticket voting is 
permitted in general 
elections only)

– Never attempt to 
influence the voter’s 
choices



Processing Voters Processing Voters (Continued)(Continued)

Offering Instruction (Continued)

– If the voter asks for additional instruction 
after entering the voting booth, two
inspectors of different political party 
affiliations must provide the instruction

– If the voter needs assistance with voting 
the ballot refer to “Assisting Voters Cast 
Ballots”



Processing Voters Processing Voters (Continued)(Continued)

Each voter must complete an 
Application to Vote as follows:
– Signature - Any variation of the 

legal name is acceptable; the 
printed name is optional

– Present Street Address – Not 
necessarily the registration 
address

– Day and month of birth – Year of 
birth is optional





Processing Voters Processing Voters (Continued)(Continued)

Compare the day and month of birth 
and present residential address on the 
Application to Vote to the information 
on the QVF precinct list
– If the day and month of birth does not 

agree attempt to ascertain the reason for 
the discrepancy

– If the addresses are different refer to 
“Voters Who Have Moved”



Processing Voters Processing Voters (Continued)(Continued)

Check to see if the voter was issued an 
absent voter ballot
– If an absent voter ballot has been issued, 

the ballot must be surrendered; write 
“Canceled – Voted in Person” on the AV 
envelope and make a notation on the 
Remarks Page

– If the voter is unable to surrender the 
absent voter ballot contact the clerk for 
instruction



Processing Voters Processing Voters (Continued)(Continued)

Check the QVF list for the presence of 
other Status Codes – Refer to “QVF 
Note’s” for further explanations
Initial the Application to Vote to 
indicate that approval to vote has been 
granted
Note the voting activity on the QVF 
precinct list according to the clerks 
instructions



Processing Voters Processing Voters (Continued)(Continued)

Issuing the ballot 
– Record the ballot number on the 

Application to Vote 
– Record the voters name and ballot 

number in the Poll Book on the first 
available line (never skip lines)

– Place the ballot into a secrecy sleeve so 
that the stub is exposed and hand to voter



Processing Voters Processing Voters (Continued)(Continued)

A Secrecy Sleeve Must Be Provided A Secrecy Sleeve Must Be Provided 
With Every Ballot IssuedWith Every Ballot Issued



Processing Voters Processing Voters (Continued)(Continued)

Preserving Ballot Secrecy
– Inspectors must remain at least 10 feet 

away from the tabulator while the voter 
deposits his/her voted ballot

– If the ballot is rejected, inspectors may not 
approach the tabulator until the rejected 
ballot has been concealed

– Always refer to the “script” provided by 
the Bureau of Elections when explaining 
the reason(s) for rejection to a voter  (A 
copy should be included in your precinct 
supplies)



Processing Voters Processing Voters (Continued)(Continued)

Receiving the voted ballot
– To ensure ballot secrecy, the ballot must 

be inserted in the secrecy sleeve with the 
stub exposed 

Verify the number on the ballot stub 
against the ballot number recorded on 
the Application to Vote or Poll Book
– Remove the ballot stub and instruct the 

voter to feed the ballot into the tabulator
– If the tabulator returns the ballot refer to 

“What If’s”



Campaigning at PollsCampaigning at Polls

Campaigning must be at 
least 100 feet from any 
entrance to the building 
being used by voters
– Inspectors have the right 

to ask voters to remove 
campaign buttons and 
conceal literature or 
clothing bearing campaign 
information



Campaigning at Polls Campaigning at Polls (Continued)(Continued)

– Vehicles bearing campaign information 
may park within 100 feet only while the 
driver and passengers are voting

– Repeat violations must be reported to the 
clerk or local law enforcement



Exit PollstersExit Pollsters
Exit pollsters are persons 
employed to survey 
electors after they have 
voted
– Pollsters must remain at least 

20 feet away from the exterior 
exits used by voters

– Pollsters may not enter the 
building

– Pollsters may not question 
persons entering the building



Challengers
Challengers are appointed by political 
parties and interest groups; challengers 
may:
– Observe the processing of voters and 

ballots from inside the processing area
– Visually examine all equipment, forms and 

records
– Challenge a person’s qualifications to vote
– Challenge the actions of election inspectors
– Serve in more than one precinct (no more 

than two per precinct per political party or 
group)



ChallengersChallengers (Continued)(Continued)

Challengers must:
– Possess and display to the chairperson or 

inspector upon entering the polls, a 
“challenger card” issued by the party or 
group that they represent 

– Conduct themselves in an orderly manner 
and may not touch any election materials or 
equipment

– Not campaign or display campaign 
materials



Poll WatchersPoll Watchers
Poll watchers are members of the public 
who are interested in observing the 
processing of voters
– Poll watchers do not have to be registered 

voters and are not required to provide 
advance notification of their intent to be 
present at the polls on election day

– Poll watchers must remain in the public 
area and may not enter the processing area 
unless granted permission to do so but 
must immediately return to the public area



Poll Watchers Poll Watchers (Continued)(Continued)

Poll watchers may not:
– Campaign
– Question voters
– Interfere with the processing of voters
– Challenge a person’s voting rights or the 

actions of election inspectors



Assisting Voters Cast BallotsAssisting Voters Cast Ballots
A complete record must be 
made on the remarks page 
whenever a voter receives 
assistance

Under state law two 
inspectors of different 
political parties must assist 
the voter

Under federal law a voter 
who is blind, disabled or 
unable to read or write may 
designate a person to assist 
him or her



Assisting Voters Cast Ballots Assisting Voters Cast Ballots (Continued)(Continued)

Under federal law the following questions 
must be asked:
– The voter is asked “Are you requesting 

assistance to vote by reason of blindness, 
disability or inability to read or write?”  The 
voter must answer yes.

– The assistant is asked “Are you the voter’s 
employer or agent of that employer or an 
officer or agent of a union to which the voter 
belongs?”  The assistant must answer no.



““WHAT IF’S”WHAT IF’S”

Power Outage 
– Unlock the Auxiliary Compartment (rear 

top) 
– Continue issuing ballots
– Ballots placed into the Auxiliary 

Compartment are not tabulated until after 
8:00 p.m.



““WHAT IF’S” WHAT IF’S” (Continued)(Continued)

Ballot Jam 
– Instruct the voter to return his/her ballot to 

the secrecy envelope; approach the 
tabulator and compare public counter total 
to poll book total to determine if the ballot 
has been counted 

– If the ballot has not been tabulated, re-
insert or issue a replacement ballot if the 
first ballot is damaged

– If the ballot has been tabulated, no further 
action is required



““WHAT IF’S” WHAT IF’S” (Continued)(Continued)

Rejected Ballots – All rejected ballots must 
be inspected by the voter to verify the 
reason for the rejection.  (Note: All rejected 
absent voter ballots must be inspected by an 
election inspector to verify the reason for the 
rejection.) 

The override function is used only as a last 
resort! Voters must always be encouraged 
to accept a replacement ballot.  (Note: 
Absent voter ballots may require duplication.)



““WHAT IF’S” WHAT IF’S” (Continued)(Continued)

Rejected Ballots - Ballots may be rejected 
for the following reasons:
– Over vote – no votes will count for the over 

voted office(s) or proposals (See “Spoiled Ballots”)

– Blank or Un-Voted – no votes will count on the 
ballot (May be re-voted by the voter; offer voting instructions)

– Crossover vote – If a partisan primary ballot, 
no votes will count within the partisan section 
of the ballot (See “Spoiled Ballots”)

– Other defects or problems, may not be 
overridden (Contact the clerk for instruction)



““WHAT IF’S” WHAT IF’S” (Continued)(Continued)

“False Reads” – A false read results 
when the tabulator is unable to 
distinguish between a vote and an 
attempted correction, stray mark or 
invalid write-in vote  
Absent voter ballots which contain one 
or more false reads must be 
duplicated! (See: Duplicating Ballots)



Voters Who Have MovedVoters Who Have Moved

Move made within same
city or township ...
– Have the voter 

complete an Election 
Day Change of Address 
Notice

– Deliver the completed 
notice to the clerk at the 
close of the polls





Voters Who Have Moved Voters Who Have Moved (Continued)(Continued)

Move made to a different city or 
township
– If the move was made within 60 days of 

the election and the voter has not 
reregistered in the new city or township, 
have the voter complete a Cancellation 
Authorization 

– Deliver the completed notice to the clerk 
at the close of the polls





Missing RegistrationMissing Registration

There are four reasons why a 
voter’s name may not appear on 
the QVF precinct list …
– Voter did not register on or 

before the close of registration 
deadline

– Voter is at the wrong polling 
place

– Voter’s record is lost or misfiled
– Voter’s registration has been 

cancelled



Missing Registration Missing Registration (Continued)(Continued)

Take the following actions:
– Confirm that the voter is at the correct 

polling location
– Ask the voter if he/she registered on or 

before the registration deadline
If yes, ask to see the voters registration 
receipt 



Missing Registration Missing Registration (Continued)(Continued)

If the voter is able to produce a voter 
registration receipt, check the 
following:
– Is the address in your precinct?
– If yes, does the voter still lives at the 

address shown?
– Is the receipt dated on or before the close 

of registration
– Is the voter at least 18 years of age



Missing Registration Missing Registration (Continued)(Continued)

If all four items can be confirmed, the 
voter is eligible to vote in the precinct
– The voter must reregister before a ballot 

may be issued 
If the first three items can be 
confirmed but the person no longer 
lives at the address shown, refer to 
“Voters Who Have Moved”



Missing Registration Missing Registration (Continued)(Continued)

If the voter 1) did not register in the 
same precinct or, 2) registered after 
the deadline or, 3) is not at least 18 
years of age, or 4) is unable to 
produce a receipt, refer to 
“PROVISIONAL BALLOT 4–STEP 
PROCEDURE”



Provisional Ballot Provisional Ballot 
44––Step ProcedureStep Procedure

If an elector, who completes an 
Application to Vote, does not appear 
on the precinct’s QVF list, and is not 
otherwise qualified to vote, the 4-Step 
Procedure form must be completed 
before a ballot can be issued



Provisional Ballot Provisional Ballot 
44––Step Procedure Step Procedure (Continued)(Continued)

The 4 steps include:
– Completion of an affidavit of qualification 

(Under penalty of perjury)
– Completion of a new voter registration 

application
– Inspector responds to 4 questions
– A “challenged” ballot is issued, voted and 

tabulated, or issued, voted and returned 
to the clerk in a security envelope for later 
review



















Processing Absentee BallotsProcessing Absentee Ballots

Determine the legality of the ballot
– Compare the signature on the 

absentee ballot return envelope 
against the corresponding AV 
Application

– If either item is not signed or the 
signatures do not agree, contact the 
clerk for further instruction



Processing Absentee Ballots Processing Absentee Ballots (Continued)(Continued)

Check the QVF precinct list to confirm 
that the voter has not already voted in 
person
– If the voter has already voted in person 

according to the QVF list, write “Rejected –
Voter Voted In Person” on the return 
envelope; the envelope must be initialed by 
the chairperson

– Return the AV envelope and AV Application 
to the clerk at the close of the polls

– Note the action on the Remarks Page





Processing Absentee BallotsProcessing Absentee Ballots (Continued)(Continued)

If the ballot is to be counted, note the 
activity on the QVF precinct list and 
remove the ballot from the return 
envelope (NOTE: If the AV Envelope does not 
contain the ballot, make a notation on the Remarks 
Page)
– Verify that the number on the ballot stub 

matches the number recorded on the AV 
Application

– Process the ballot as “Challenged” if the 
numbers do not match or the stub is 
missing



Processing Absentee Ballots Processing Absentee Ballots (Continued)(Continued)

Remove the ballot stub and secure the 
ballot until tabulation (NOTE: To ensure ballot 
secrecy, AV ballots are always processed and 
tabulated in multiples)

If an AV ballot is rejected by the tabulator 
refer to “What If’s – Rejected Ballots”



Spoiled BallotsSpoiled Ballots

Spoiled Ballots - A voter who spoils 
his/her ballot must be encouraged to 
vote a new ballot
– Instruct the voter to place his/her ballot into 

the secrecy sleeve and return it to the 
processing table 

– Adjust the original Application to Vote and 
Poll Book entry by lining out the first ballot 
number issued and recording the new 
ballot number 



Spoiled Ballots Spoiled Ballots (Continued)(Continued)

– Write “Spoiled” in the remarks column 
next to the voters name in the Poll Book

– Without exposing any votes, write the 
word “Spoiled” across the top of the 
original ballot

– Remove the ballot stub and ask the voter 
to place the original ballot and stub into 
the “SPOILED BALLOTS” envelope



Defective BallotsDefective Ballots

On occasion, a ballot may be rejected 
due to printing errors or other flaws 
– Instruct the voter to place his/her ballot 

to the secrecy sleeve and return it to the 
processing table 

– Adjust the original Application to Vote 
and Poll Book entry by lining out the first 
ballot number issued and recording the 
new ballot number 



Defective Ballots Defective Ballots (Continued)(Continued)

– Write “Defective” in the remarks column 
next to the voters name in the Poll Book 

– Without exposing any votes, write the 
word “Defective” across the top of the 
original ballot

– Remove the ballot stub and ask the voter 
to place the original ballot and stub into 
the “DEFECTIVE BALLOTS” envelope



Exposed BallotsExposed Ballots

If a voter deliberately shows any person in 
the polling place how he or she has voted
(Exception: A minor child may accompanying the voter in 
the voting booth)
– The ballot is void and is not tabulated 
– The voter is not permitted to vote 
– Mark the ballot “REJECTED FOR 

EXPOSURE”
– Write “REJECTED” in the remarks column 

next to the voter’s name in Poll Book



Exposed Ballots Exposed Ballots (Continued)(Continued)

– Prepare a special envelope labeled 
“REJECTED FOR EXPOSURE” 

– Remove the ballot stub and, without 
further exposing any votes, place both the 
ballot and stub inside the special 
envelope

– Make a notation on the Remarks Page



Closing the PollsClosing the Polls

The polls officially close at 8:00 p.m.
STEP 1 - After all ballots have been 
tabulated, including absentee ballots if 
counted in the precinct, and ballots that 
required duplication, complete the 
following steps:
– remove any items from the table that are 

not needed



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 2 – Compare the Public Counter 
total to the total number of voters 
according to the poll lists. (Poll Book and 
Applications to Vote) The three numbers must 
agree!
– If the totals do not agree check to see that all 

absent voter ballots have been tabulated
– Next, check to see that all ballots requiring 

duplication have been duplicated and 
tabulated (Note: Ballots requiring duplication will 
be found in the Auxiliary Compartment of the ballot 
container.)



Public Counter Must Agree with the Public Counter Must Agree with the 
Poll Book and Applications to VotePoll Book and Applications to Vote



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 3 – Duplicating Ballots (Ballots may 
not be duplicated until the polls are closed)
– Count out a number of un-used ballots 

equal to the number of ballots to be 
duplicated and remove the ballot stubs

– Record a number at the top of each ballot 
to be duplicated as follows: 1, 2, 3

– Number the un-used ballots as follows: 
Dup - 1, Dup - 2, Dup - 3.



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 3 - Duplicating Ballots (Continued)

– Using the Reader Checker process, one 
inspector will read all of the votes which 
meet the validity standard from original 
ballot 1 while another inspector records the 
votes on ballot Dup – 1 (See: Validity 
Standards for AccuVote Ballot Markings)

– This same process is completed for each 
ballot requiring duplication; accuracy is 
verified by the inspectors changing places 
and re-reading the votes



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 3 - Duplicating Ballots (Continued)

– Once the duplicates have been marked 
and verified, the duplicates are tabulated

– All original ballots are returned to the clerk 
in the envelope labeled “Original Ballots 
for Which Duplicates Have Been Made 
and Tabulated”

– The total number of ballots tabulated 
(Public Counter) should now agree with 
the total voters according to the poll lists



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 3 - Duplicating Ballots (Continued)

Validity Standards for Accuvote Ballot 
Markings
– Michigan is not a “voter intent” state
– Two – Step Validity Standard

Step 1) voter must make a mark in the 
designated target area of the ballot, and 
Step 2 ) the mark must be consistent with other 
marks on the same ballot



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 3 - Duplicating Ballots -Validity 
Standards for Insight Ballot Markings
(Continued)

– A mark is invalid if:
1) the mark is not in the designated target 
area of the ballot, or
2) the mark is inconsistent with other marks 
on the same ballot





Closing the Polls Closing the Polls (Continued)(Continued)

• STEP 4 – Printing Totals Tapes
– Unlock the back compartment of the 

tabulator and press the “Print Totals” button
PRESS 0 KEY IF THIS IS OK 

PRESS 9 KEY IF THIS IS NOT OK
Press the 0 key to print the “Totals Tape”

– Once the printing has stopped, remove the 
tape and press the “Print Totals” button for 
more copies; a minimum of three is needed



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 5 – Processing Write-in Votes
– Remove all ballots from the Write-in 

compartment (front) and Main 
Compartment (middle)

– All ballots containing write-in votes must 
be visually reviewed to determine 
whether the write-in vote is valid



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 5 – Processing Write-in Votes 
(Continued)

For a write-in vote to be valid, the voter 
must:
– 1) Write or affix by means of a sticker, in the 

blank space provided under the office 
involved, the name of a candidate that has 
declared his/her intent to seek the office, and 
(Note: If a partisan primary, the vote must be 
recorded in the proper party column.)

– 2) Record the vote by making a mark in the 
corresponding target area of the ballot 



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 5 – Processing Write-in Votes
(Continued)

– If the write-in vote is in-valid, determine if 
the write-in, in combination with other votes 
cast under the same office caused an over 
vote  

If yes, refer to “STEP 6 - Special Handling”  
If no, further processing is not required

– If the write-in vote is valid, tally the vote on 
the Write-in Tally in the Poll Book



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 5 – Processing Write-in Votes 
(Continued)

When tallying valid write-in votes, the 
name of each write-in candidate must 
be recorded in the Poll Book and on the 
Statement of Votes as written by the 
voter; a separate record is made for 
each variation:
– Bob Smith, Trustee, 3 votes 
– Robert Smith, Trustee, 2 votes





Closing the Polls Closing the Polls (Continued)(Continued)

STEP 6 – Special Handling 
– Whenever an invalid write-in vote, in 

combination with one or more valid votes 
results in a “false” over vote or “false” cross 
over vote, all 3 Totals Tapes must be 
manually adjusted as follows: 

– False Over vote – Record a +1 on the Totals 
Tape next to the name of any candidate(s) 
that are entitled to receive a vote 

– False Crossover vote – Record a +1 on the 
Totals Tape next to the name of each of the 
parties’ candidates that are entitled to 
receive a vote



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 7 – Completing the Statements of 
Votes
– A minimum of three copies is needed for 

most elections; prepare each as follows:
Attach a signed “Totals Tape” to each copy; all
inspectors present at the close of the polls must 
sign each tape
Enter the total write-in votes cast for each 
declared write-in candidate from the Write-in Tally 
page in the Poll Book





Closing the Polls Closing the Polls (Continued)(Continued)

STEP 7 – Completing the Statements of 
Votes (Continued)

– Enter or attach the language of any 
proposals that appeared on the ballot

– Record the number on the seal used to 
secure the ballot container in which the 
used and unused ballots have been placed 
(Include the special envelopes containing all 
spoiled, defective and original ballots for which 
duplicates have been made)



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 7 – Completing the Statements of 
Votes (Continued)

– All inspectors present at the close of the 
polls must sign the certification statement at 
the bottom of the form

– Return Statements of Votes as follows:
#3 envelope – 1 Statement of Votes with longest 
Totals Tape attached
#1 and #2 envelopes– 1 Statement of Votes each 
with second and third copies of Totals Tapes 
attached



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 8 - Completing the Certificate of 
Election Inspectors (Back of Poll Book)

– Respond to all questions at the top of the 
certificate

– Complete the “Ballot Summary” and verify 
for accuracy (Document any discrepancies on the 
Remarks Page)

– Enter the seal number used to seal the 
ballot container; must be attested to by two 
inspectors of different political party 
affiliations





Closing the Polls Closing the Polls (Continued)(Continued)

STEP 8 – Completing the Certificate of 
Election Inspectors (Back of Poll Book) (Continued)

At the discretion of the clerk, the 
Tabulator Program may be removed from 
the tabulator
– Verify the Tabulator Seal number against the 

Clerk’s Preparation Certificate
– Seal the Tabulator Program into an approved 

container 
– Record the seal number on the Certificate of 

Election Inspectors and container certificate



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 9 – Preparing Materials for 
Return to the Clerk
– Place the completed Poll Book into 

Envelope #1 addressed to the County 
Clerk

– Place the “spindle” containing the 
completed Applications to Vote into 
Envelope #3 addressed to the Local 
Clerk



Closing the Polls Closing the Polls (Continued)(Continued)

STEP 9 – Preparing Materials for Return to 
the Clerk (Continued)

– Place all AV Applications (top section) and AV 
Return envelopes into the Absent Voter 
Envelope

– Seal all envelopes with a “red paper” seal 
initialed by two inspectors and dated, including 
any Provisional Ballot – Security Envelopes 
used at the election

– Ballot containers and other materials are 
returned to the clerk by two election inspectors 
of different party affiliations according to the 
clerks instructions 



Ballot Security Ballot Security –– Reminders…Reminders…
All used and unused ballots, special envelopes 
containing spoiled, defective and original 
ballots for which duplicates have been made,  
and Tabulator Programs and must be sealed 
into an approved ballot container
This responsibility must be carried out by two 
inspectors of different party affiliations and 
attested to in writing in the Poll Book, 
Statements of Votes and Ballot Container 
Certificate 
A ballot bag is not an approved ballot container
A pad lock is not an approved seal



Approved Ballot ContainerApproved Ballot Container
With Pull Tight SealWith Pull Tight Seal



Thank you for agreeing to Thank you for agreeing to 
serve as an election inspector.  serve as an election inspector.  
We hope that your experience We hope that your experience 
on election day will be positive.on election day will be positive.
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